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This n-aper describes the objectives, policies,, and 
DT-oc^du^'-= of College of DaPage's Administrative Internship 

h^-oqram, wh-reLy faculty members can gain broad administrative 
cxpori-nce in key administrative areas of the college. The program 
s<:-f-ks no-^ only to broaden the experience of the individual intern, 
bur -t-o promote empathy among faculty and administration, and_to_ 
-^.-v^lop a pool of administrative talent for the college. Admission to 
''hase I of ^^e -^wo-phase internship program is accomplished by means 
of app^ ^rat^'on and aoproval by a Board of Control. Upon approval, the 
-nt'-rr^ is assigned to a mentor, who, with the intern, develpps the 
individual intern program. Periodic meetings are held to difecuss 
prcbl-ms, progress, and experiences. Narrative reports are filed by 
parti <=s to'the internship at its end, and are filed in the intern's 
pe-sonrel file. Phase I internships are limited to four interns at a 
^ime and may extend from two to four quarters at a minimum of one 
hour 'per dav. Phase II operates similarly, but seeks to_ provide 
in-d'^p^-h administrative experience and involves high priority 
admini-'-rative responsibilities. A specified amount of releasee _ xime 
may b- a^ranaed for Phase II activities, and successful complexion is 
recognized by the college as administrative experience for employment 
purposes. Program materials are attached. (JDS) 
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COLLEGE OF DuPAGE 



Administrative Internship Program 



A program whereby faculty members who have the desire and 
possess good management characteristics can gain broad ad- 
ministrative experience in key administrative areas of the 
college through an administrative internship program. 
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COLLEGE OF DuPAGE 
Aa min.Lstr.-iCive Inu 5rnshlj3_Pros:riun 

Rationale 



To be an effective college administrator it is desirable, if not 
IbsoLtelfnecessa.:,', to'understand the specific problems concerns, 
Ind issuel facing pcstsecondary education, and ^^^^P^^^Jf^^.^^^^,, 
grasp the functions of management. It has been the experience that 
Sn^successful colle.ge administrators have ^--/^^^^^Jif ^.^i^,^ 
faculty members who possess good management or administrative ability. 

When recruiting college administrators, previous ^^^^f ^^^^^^^^/^^ 
oerience i;3 a most valuable commodity and an important indicator of 
probaWe future success. Because of this emphasis on previous aa- 
mJ^^strative experience, it is most difficult for a faculty m.^ber 

is intereSd in college administration or ^-S^-^^' 
no practical administrative experience, to successfully compete -or 
an administrative vacancy. Of. en it is ^^^^^^^ "'^Li- 
member to take a substantial pay cut to obtain a 1°^"^^^^ ' .^^^^^^^^ 
administrative job to acquire the needed experience ^° J^^^^^^^.f 
fnr a hieher-level management position. Therefore, a plan should De 
demised S^ereby faculty members who have the desire and possess good 

ilare-nf characteristics can gain broad -^-i-^^"^^^!l,j;r/,j:ri:e 
^ . fV.« noiicicrp through an adminlscrauivt; 

in key administrative areas of the college unrougn 

internship program. 

The keystone for the internship should be flexibility. The i^t^^ 

administrative experience in a number of key areas ot the college. 
C^^ntrated expedience a specific office can be -^^^^^/^ ^^^^ 
quarter during the administrative internship if the ^^^"^/^ 11 If 
InteSship wi?i be provided in those areas which are deemed to be of 
highest priority for administrative experience. 
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coll2:ge of duPAge 

Administ:rat : l ve Internship Program 
Pro?:^rain Objectives 



For t he I.nd ividual 



- To provide a broad base of practical administrative 
experience in key administrative areas of the college 

- To develop a sense of management or administrative- 
mindedness 

To prepare interested faculty to adequately compete 
for and perform in administrative positions 

- To promote empathy among faculty and administration 



For the College: 



- To d.^velop a pool or resource of ready administrative 
talent 

- To prepare interested faculty to adequately compete 
for and perfoxm in administrative positions 

- To promote empathy among faculty and administration 
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COLLKCrl:: OF DurAGl^ 
ni 1 nist rat:J.ve l utiornship Pr(:M: ;ram 
Hoard of: Control 

Dr. Rodney Berg President 

Mr. Richard Petrizzo Vice President - Operations 

Mr. Ted Tilton Vice President - Academic Affairs 

Mr, Ron Lenme . . . Administrative Assistant to the President 
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COLLFOM OF nul'AOI;: 



Adiii J. n i s t: r a t: 1 V e I a t: c rnship Program 



Phase I 

Polic y/Procedures for Administrative Inuerns 

Any vacuity member interested in gaining a general administrative ex- ^ 
perieuce may apply for an administrative internship which is in addition 
to his regular assignment, and at no additional compensation, through 
the Administrative Assistant to the President's Office. Internships 
v/ill be limited to four interns at any one time. 

The following procedures will apply to the Phase I Administrative Internship 
Program: 

1. A Phc ^.e I administrative internship is available to any 
faculty Teuber in addition to his regular assignment and 
at r.o additioaal compensation. 

2. Application forms are available from the Administrative Assistant 
to the President. (Appendix A) 

3. Applx-atinn ru^y be made at any time throughout the year. 

4. The program will be limited to four interns at any one time. 

5. Internship programs may start at the beginning of any quarter. 

6. The internship progxam will extend for two to four quarters. 
The program should aver/ige a minimum of one hour per day, per 
quarter, for each department or area— -including meetings and 
seminars • 

7. The Board of Control will review all applications and select interns on 
the basis of the administrative potential of the applicant. 
Additional information to that included in the application 

form may be requested. 

8. All applicants will be notified of the results of the selection 
process by the Administrative Assistant to the President, who is 
responsible for arranging internship programs between the intern 
and those areas within the college where the internship will 
take place. 

9. Each intern will be assigned an advisor or mentor from the 
College of DuPage administration at the beginning of the intern- 
ship who will assist and advise the intern throughout the program. 
Mentors will be chosen from those Council of Deans and Central Service 
Council administrators on the basis of their willingness to work with 
the intern, ability to add to the inter- 's administrative experience 
and the acceptance on the part of the intern. 
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10. Yhc. nuMiCDi;/ Intern tio.aiu will inn clx-' j^miolmJ ^ ni,:ern.;|i j p 
jjroKiMni, (Itjtonnin L:i^!, which ^Umj.h i ^: or arroan will 
on CO mpassLul in thu pro^; :;aiii . 

i.].. Aii administrnt:or.s for those depa i; t:;nent:s or nre:'--^ whi^h vv' L U- 

he involved in Che internship program will submit to the Administrative 
Assistant to the President an outline generally descrx^^jn^^ the 
scope of the internship pro^;ram for their department or area of 
responsibility . 

12. The specific internship program will be designed betWQ^^ the 
intern, mentor and each appropriate administrator utilj^ing 
a results-oriented approach in designing the administl:^t-ive 
internship responsibilities • 

13. Periodic meetings betvN^een intern, mentor and depsi^tmem- or 
area administrator will be held to discuss progress, problems, 
experiences, etc. Minimum sessions should be held at ^hc 
beginning and end of the individual area experience- a general 
seminar involving all interns, mentors and department area 
administrators will be held quarterly. 

14. Each department or area administrator will prepare a narrative 
report concerning the internship at the end of the particular 
department or area experience which will be discussed ^t the 
last meeting between intern, mentor and the administrator. 

15. Each intern will prepare a narrative concerning his experience 
for each particular area of internship. 

16. Each mentor v;ill file a final report concerning his reaction 

to the intern's experience and his assessment of administrative 
potential of the intern. 

17. The Administrative Assistant to the President will see ♦^o it that 
all appropriate reports relating to the internship are filed in 

the intern's personnel file. (Appendix B) Specific reports include: 



a. Application Form (Appendix A) 

b. A general outline describing the internship program for 
each of the participating areas. 

c. Reports from the particular departments or areas outlining 
specific results to be achieved, 

d. Final reports from appropriate administrators of departments 
where the internship took place. 

e. A report from the intern of his experience for each department 
or area. 

f. Mentor's report on reaction and assessment. 
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\n aaminLstratLvc intern who has cjiupleted or is Hearing completion ol; 
Phase I and is interested in gaining an In-depth administrative experience 
may app I >• i.or a Phase IT administrative internship through the oElice o£ the 
Administrative Assistant to the President. 

The following, procedures will apply to the Phase II Administrative Internship 
Prop, ram : 

1. A Phase II administrative internship is available to only those who 
have successfully completed Phase I. 

2. Those interns who have completed, or are nearing completion, of 
Phase I and are interested in gaining an in-depth (Phase II) 
administrative experience, should notify the Administrative Assistant 
to the President. 

3. Acceptance into Phase II is not automatic, but is based upon a critical 
review and evaluation of the applicant as to his administrative potential 
by the Board of Control. 

Mentors will be chosen from those Council of Deans and Central Service 
Council administrators on the basis of their willingness to work wxth 
the intern, ability to add to the intern's administrative experience 
and the acceptance on the part of the intern. 

If selects, the mentor/intern team will arrange the general Phase II 
program determining to which department or area the intern will be 
assigned, with consideration to the intern's goals. Time commitments 
will vary depending upon job assignments, urgency of completion, etc. 
with the administrative assignment. This phase may involve a variety of 
experiences, some of which the intern may take a leadership role m 
developing, organizing, etc. 

5 The specific Phase II assignment will be designed between the intern, 

mentor, and appropriate administrator, utilizing a results-oriented approach 
in designing the internship responsibilities. 

6. Phase II will involve only high-priority administrative responsibility. 

7 Release time may be granted and will vary with the administrative assignment. 
Release time may be recommended by the mentor in consultation with the 
appropriate administrator and dean. Approval of the Board of Control is 
required. 
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') . Phajjo 1. 1. Interns may liavt.' the opportunity to participate in sj.)eoial 

meetinr,s, conierenceiJ , whieh may take the intern oi:f campus at various 
tunes. rnterns may also be railed upon to suppiy recommendation'; on 
spt'clai probiems, new areas oi expioration, etc. 

10. 1-ach area admini^-J trator , in consultation with the mentors, will prepare 
a crLtical narrative evaluation report concerning the internship and 
their assessment of administrative potential of the intern at the end 
of the area experience. This will be discussed at the last meeting; 
between intern, mentor and the administrator. 

11. Kach intern will prepare a narrative concerning his experience. 

12. Those intorn.s receiving positive evaluations shall be adjudged to be 
qualified to apply for positions at the college which require previous 
administrative experience. 

13 The Administrative Assistant to the President will see cc it that all ^ 
appropriate reports relating to the internship are filed in the intern s 
personnel file. Specific reports include: 

a. A results-oriented report outlining specific objectives to be 
achieved . 

b. Final evaluation report from administrators and mentors on reactions 
and assessment. 

o, A report from the intern of his experience. 
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3 . P l annin^; and Tnt onnat: i.oiii i l Sc r v I'.co l; 

Including: Planning, and Dt-VG lopmant , RcL^earcli, Coilo^^^ Rei.-illoiia imd 
D a t a Processing. 

4 , Small Collep,e Administration 

Including: Alpha, Delta, Extension, Kappa, Omega, Psi and Sigma. 
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1 Tn a.iditiion t:o hi..i/lior r..,,ular p, ps L.-,n,p,onC atul at no a.lditlw.p,!. 
potupensat Lon, devote, on the p.vo.rapp-^ , a tnu.imur. oL or.o tpuir pop 
day, per quarter. Cor op.ch area. yVh.vj.^ 1 only./ 

2. with -.nentor, arrange general interns'rip program, ..lei ^iiaiuUii.; 
v;hich areas will be encompapscd in phc program. 

1 With mentor and area administrator, design each quarter's 
specific internLhip program for each area of OKperience. 

.., Participate in periodic meetings with mentor and area administra- 
■ tor to discuss progress, problems, experiences, etc. , as well as ^ 
participate in quarterly general saminars involving ail participanu. , 

5. Prepare a narrative concerning his/her experience for each area 
of" internship. 



Mentor 



1 serve as aa advisor, comiselor, expediter for individual intern. 
The mentor's main responsibility is to assure that hxs individual 
intern Is receiving the best possible administrative internshxp 
experiences throughout the intern's involvement in the program. 
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2. With intern, arrange the general internship program, determining 
which departments or areas will be encompassed in the program, 

3. With the intern and area administrator, design each quarter's 
specific internship program for each area of experience. 

4. Assure that Phase II internships will involve only high-priority 
administrative responsibilities and not low-level administrative 
detail work. 

3. Arrange for periodic meetings between intern, mentor and administrator 
to discuss progress, problems, experiences, etc. Minimum sessions 
should be held at the beginning and end of the individual area 
experience. Participate in quarterly general seminar involving all 
part icipants . 

6. With intern and area administrator, discuss narrative evaluation 
report prepared by the area administrator concerning the internship 
at the end of the particular area experience. 

7. At the end of the intern's total program, each mentor will file a 
final report concerning his reaction to the intern's experience 
and his assessment of administrative potential of the interne, 
This report should be directed to the Administrative Internship 
Coordinator and will become part of the intern's file. 



Area Administrator 

1. With mentor and intern, design specific internship program for 
the quarter's experience in particular area (report to be filed 
with Administrative Internship Coordinator). 

2. Conc;^.- internship for his department or area involving only 
high V . lority administrative responsibilities, and not low- 
level administrative detail work. 

3. Meet with intern and mentor periodically to discuss progress, 
problems, experiences, etc. Minimum sessions should be held at 
the beginning and end of the quarter's experience. Participate 

in general seminar which involves all participants in Administrative 
Internship Program. 

4. Prepare narrative evaluation report concerning the internship at 
the end of the quarter's experience. Report to be discussed with 
intern and mentor at last meeting. Report to be filed with 
Administrative Internship Coordinator. 
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APPENDIX A 



COLLEGE OF DuPAGE 
Glen Ellyn, Illinois 60137 
312/858-2800 



INTERN APPLICATION FORM 



Date 



Name 



Cluster 



Date of Birth 



ACADEMIC TRAINING: 
Highest degree now held 



Office Phone 



Credit hours earned beyond highest degree Major Field_ 

Semester Quarter 



Nov/ a condidate for 



degree to be conferred on or about 



Total years of full-Hme contracted teaching experience_ 



Dates Attended 

A. COLLEGE or UNIVERSITY (Undergraduate) ( Inclusive) Degree & field Date of Degree 



GRADUATE or PROFESSIONAL 
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MAJOR AREA: 

A. In Undergraduate Work 



6. In Graduai-e Work 







MINOR AREA: 









WORK EXPERIENCE (Give names of employers, dates, nature of experience, degree of 
responsibility beginning with College of DuPage) 



Employers & Location Dares 



Tyoes of Work 



Responsibility 



List Memberships, Honors, Scholarships and other achievements which you think ore 
genmane to your application: 



REFERENCES: (Please narne two persons most knowledgeable about your worked^ C/D. 
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-3- 

PLEASE ANSWER THE FOLLOWING QUESTIONS: 

1. State briefly what you believe is the role of an administrator in a comprehensive 
community college: 



2. Describe those personal qualities which you feel would make you a vital member 
of the college administrative staff: 



3. What other information can you give us about yourself which you think will ^-Ip 
in evaluating this application? 



Signature of Applicant 



Return to: 

Office of the Administrative Assistant to the President 
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APPENDIX B 

COLLEGE OF DuPAGE 
Administrative Internship Program 

Quarterly Intern Check List 



Item 

Report from particular department or area of internship 
outlining specific results to be achieved. 



General seminar involving all interns, mentors and department 
administrators . 



Final report from administrator where internship took place. 
To be discussed at last meeting between intern, mentor and 
administrator . 



Report from the intern concerning his experiences, 



INTERN 
QUARTER 

DEPARTMENT/AREA 

ADMINISTRATOR 

MENTOR 
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